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______________________________________________________________________________ 
 
Follow Up Module 
______________________________________________________________________________ 
 
Follow Up 
Module 

The Follow Up Module was designed to provide users with an automated 
mechanism to notify another county user an action is required on a client’s 
record. The Follow-Up Module encompasses creating requests for follow-up, 
posting follow up responses, posting pending follow up notifications and 
displaying historical follow up completed requests.  
 
This module will allow users to search, post, edit, delete, transfer and track a 
follow up notification on any record for their county. Users will only be able to 
see and work with follow ups assigned to them. In addition, this will allow a 
single requestor to post the same notification for multiple users. 

______________________________________________________________________________ 
 
Follow Up 
Module is 
Broken Down 
into Four 
Parts: 

Follow Up Module is broken down into four parts: 
• Edit Follow Up Requests and Responses 
• Enter New Follow Up Requests 
• Follow Up History 
• Respond to Follow Up Requests 

______________________________________________________________________________ 
 
Manual 
Sections: 

To better understand the Follow Up Module, this manual consists of five sections:  
Section 1: Enter New Follow Up Request 
Section 2: Respond to Follow Up Requests 
Section 3: Edit Follow Up Requests and Responses: As Requestor 
Section 4: Edit Follow Up Requests and Responses: As Responder 
Section 5: Follow Up History 

______________________________________________________________________________ 
 
Common Keys & Functions The following is a chart displaying the common keys and functions. 
 
Key(s) Functions 
Down arrow / Up arrow Moves cursor to next / previous field 
Action Menu Key  
( PC = F2, T = F11) Allows user to save or cancel entries 
Help Key  
(PC = F1, T = F13) Gives help message or pick list. 
Cancel Key  
(PC = Shift F2, T = F12 Allows the user to cancel entry from any screen. 
______________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Section 1: Enter New Follow Up Request  
 
Enter New 
Follow Up 
Request 

To create a follow up request to notify users that a follow up action requirement 
has been place on a client’s record; users must first create a request under the 
Enter New Follow Up Request. 

______________________________________________________________________________ 
   
To Access Follow Up  
 

Step Action 
1 Type "F" for Follow Up from the Primary Option 
2 Press <Enter> 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
To Enter New Follow Up 
Request 

 

 
Step Action 

3 Type "EN" for Enter New Follow Up Request 
4 Press <Enter> 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Identify Patient After pressing <Enter>, the Patient Identification Screen, CMSPI-10 appears: 
   

 
   
 For instructions on identifying patient, see the Patient ID section of this manual.   
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Follow Up 
Request Screen 

After identifying a patient, the Follow Up Request Screen appears: 
 

   

 
_________________________________________________________________________________  
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_________________________________________________________________________________ 
  
Field Descriptions The following table describes data entry fields on the Follow Up Request Screen. 
 

Element Name Descriptions/Comments 
Patient Header Defaulted from Patient Registration Face Sheet 
Request Date Defaults to today’s date. Auto-populate date. 

Follow Up ID Auto-populates number. Number derived by:  Month, Year – auto-
calculate six digit number  MMYY-999999 

Status The status of the follow up request: Pending, Complete, No Action. 
Default to pending.   

• The request status will default to No Action if the patient’s 
record is closed, denied or not opened.  

• If status is changed to Complete the follow up will display on 
the Follow Up History screen.  

• Cannot select Complete status unless all Action Taken Dt 
fields are complete on the Follow Up Response Screen.   

• If a record has a pending request and consequently closes, 
denies or becomes not open status all pending requests will 
be posted to history with No Action status.    

Requestor The user generating the request. Default to user logged in 
Action Reqd by The date the request should be acted on by. This date must be 

completed by the requestor. Date cannot be past date or before the 
request date.  

Priority The priority of the request and will default to Routine. Acceptable 
values can be Routine or Urgent. 

Primary Addressee Defaults from the Patient Registration table 
Patient Contact Phone Patient’s Contact Phone Number. Display data from the Primary 

Phone Number field listed in Patient Registration Face Sheet.   
Other Phone Patient’s Other Phone Number 
Provider Provider Associated to the patient. Select from pick list, <F1> or by 

typing in the last name, first name of provider. No spaces. Maximum 
of one provider  

Telephone Provider Telephone number. Auto display if provider is picked. 
Subject A brief free form text description required for follow up request and 

automatically saves as a General Topic for Follow Up. 
Comments The full free text description of the requirement on the record. 

Automatically saves to narrative for Follow Up.  
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Request Follow Up to The individual required to take action on the request. Select from 
pick list, <F1> or by typing in the last name, first name of user. No 
spaces. Most list a minimum of one (1).  

• Requestor can delete individuals or add individuals at any 
point if that individual has not taken action on request. 

• If added or deleted, the associated notification will be 
added or deleted in Follow Up Response Screen, Follow 
Up Requests Screen and Follow Up History Screen. 

Notification to The individual to be notified of the pending action. Select from pick 
list, <F1> or by typing in the last name, first name of user. No spaces.

Last Updated by Defaults to user’s name that last updated record 
Date Date is populated after the request has been saved.  The system will 

update the date to reflect today’s dates if the record has been 
changed. Format: MM/DD/YYYY. 

_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Add New User to the Request 
Follow Up to Field  

 

 
Step Action 

1 Arrow down to the Request Follow Up to Field 
2 Use <F1> or type last name and first name of user 
3 Press <Enter> 
4 To add more users' name, repeat step 2 and step 3 
5 When done press <Enter> to move to the next field 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
  
Add New User to 
Notification to Field  

 

 
Step Action 

1 Arrow down to the Notification to Field 
2 Use <F1> or type last name and first name of user 
3 Press <Enter> 
4 To add more users' name, repeat step 2 and step 3 
5 When done press <Enter>  

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Action Menu When new request is completed, <F2> to bring up action menu. 

The Enter New Follow Up Request have five commands: 
 

 
 

Command Action 
Save Select Save from action menu to save data entered. 

Save will save the record and bring user to the Follow Up Request Branch 
Menu. 

Print Select Print will take user to the Print Device page to print. Print will bring 
user to the print device page for printing. 

Cancel Select Cancel will take user back to previous page. Cancel will not save the 
request but bring user back to the Follow Up Menu. 

Quit Select Quit will take user back to screen. Quit will bring user back to the 
Follow Up Request screen to continue with data entry.  

_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Branch Menu The system shall send user to the Follow Up Request Branch Menu under the 

following condition: 
• Save is selected from Action Menu 
• Print is selected from Action Menu 

   

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Section 2: Respond to Follow Up Requests 
_________________________________________________________________________________ 
 
Respond to Follow Up 
Requests 

The Respond to Follow Up Requests display all requests sent to user to 
take action and also allow user to post response to the request records.  

_________________________________________________________________________________ 
 
As the Responder Under the Respond to Follow Up Requests, user can only respond to 

pending request. Any request that user had previously responded to will 
be found under the Edit Follow Up Requests and Responses.  

_________________________________________________________________________________ 
 
To Access Respond to 
Follow Up Requests  
 

Step Action 
3 Type "R" for Respond to Follow Up Requests 
4 Press <Enter> 

     

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
 After pressing <Enter>, the Respond to Follow Up Requests Select 

Option appears. 
_________________________________________________________________________________ 
        
To Respond to Follow Up 
Requests by Patient 

If you know the client’s name, you can respond to a follow up request 
by client search. 
 

 
Step Action 

1 Select "Patient" from Respond to Follow Up Requests 
2 Press <Enter> 

  

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
  
Identify Patient After pressing <Enter>, the Patient Identification Screen, CMSPI-10 appears: 

 

 
   
 For instructions on identifying patient, see the Patient ID section of this manual.   
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
 After identifying a patient, system will display all results by selected client. 
 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Search Results 
Explanation 

The “Resp#:” field is the total # of users that have responded to requests. For 
example: Resp#: 3/4 means that three out of four users had responded to the 
request. 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Follow Up 
Response Screen 

Select record, Follow Up Response Screen appears:  
 

 

 
Follow Up Response Screen 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Field Description 
 

Element Name Descriptions/Comments 
Patient Header Defaulted from Request Follow Up screen 
Request Date Defaults to today’s date. Auto-populate date. 
Follow Up ID Auto-populates number. Number derived by:  Month, Year – 

auto-calculate six digit number  MMYY-999999 
Follow Up Status The status of the follow up request: Pending, Complete, No 

Action. Default to pending.   
• The request status will default to No Action if the 

patient’s record is closed, denied or not opened.  
• If status is changed to Complete the follow up will 

display on the Follow Up History screen.  
• Cannot select Complete status unless all Action Taken 

Dt fields are complete on the Follow Up Response 
Screen.   

• If a record has a pending request and consequently 
closes, denies or becomes not open status all pending 
requests will be posted to history with No Action 
status.    

Requestor The user generating the request. Default to user logged in. 
Action Reqd by The date the request should be acted on by. This date must be 

completed by the requestor. Date cannot be past date or before 
the request date. 

Priority The priority of the request and will default to Routine. 
Acceptable values can be Routine or Urgent. 

Request Follow Up to The individual required to take action on the request. Select 
from pick list, <F1> or by typing in the last name, first name of 
user. No spaces. Must list a minimum of one (1).  

• Requestor can delete individuals or add individuals 
at any point if that individual has not taken action 
on request. 

If added or deleted, the associated notification will be added or 
deleted in Follow Up Response Screen, Follow Up Requests 
Screen and Follow Up History Screen. 

Primary Addressee Primary address of client. Defaulted from Request Follow Up 
screen.  

Patient Contact Phone Patient’s Contact Phone Number. Display data from the 
Primary Phone Number field listed in Patient Registration Face 
Sheet.  Defaulted from Request Follow Up screen 

Other Phone Patient’s Other Phone Number. Defaulted from Request 
Follow Up screen 



CMS Net User Guide and Reference 
 

                   23                                           Revised 04/11/2007
 
 

This guideline is for training 
and internal use only. 

 

 

Provider Provider Associated to the patient. Select from pick list, <F1> 
or by typing in the last name, first name of provider. No 
spaces. Maximum of one provider.  

Telephone Provider Telephone number. Auto display if provider is picked.

Subject A brief free form text description required for follow up 
request and automatically saves as a General Topic for Follow 
Up. 

Comments The full free text description of the requirement on the record. 
Automatically saves to narrative for Follow Up. 

Follow Up by List individual taking action on the request and default names 
from Request Follow Up to field. 

Action Taken Dt Date that user took action on request. Fill in the action taken 
date when done with request to send request to Edit Follow Up 
Requests and Responses. If not done with request, leave the 
field blank. 

Follow Up Response The follow up Response taken on a case. This is a free text 
field and automatically saves to narrative for Follow Up. 

Notification To Only serves as a notification.  The only action required, is the 
entry of the Notification Date indicating user are aware of the 
request. 

Notification Date Populated by the user listed in the Notification to field when 
they have viewed the necessary follow up actions required. 

_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Follow Up 
Comments Box 

Follow Up Response screen display after client selection and at the same time the 
original follow up request, Follow Up Comments box,  will auto display on 
screen for viewing. Press <Enter> to get rid of comment box and take action on 
request. 

 

 
Follow Up Response Screen with Follow Up Comments Box 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Data Entry as 
the Follow Up 
By User 

Once comments box disappear, system will take user to Follow Up By field, at 
this point user can enter date in Action Taken Dt field and post comments to 
request under the Follow Up By field.  

 

 
 
Note If action on request is not complete and user would like to return to request at a 

later time to finish, leave the Action Taken Dt field blank.  
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Notification To 
User 

If request was sent to user as the Notification to person, user can only enter in 
the accepted date, which is date that he/she accepted the request. 

 
Data Entry as 
the Notification 
To User 

Once comment box disappear, system will take user to Notification to field, at 
this point user can enter in the accepted date in the Accepted Dt field.  

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
To Respond to Follow Up 
Request: Action Reqd by Dt  

User can also respond to follow up request by action required by 
date.  

 
Step Action 

1 Type "R" for Respond to Follow Up Requests from Follow Up 
2 Press <Enter> 

 

 
_________________________________________________________________________________ 



CMS Net User Guide and Reference 
 

                   28                                           Revised 04/11/2007
 
 

This guideline is for training 
and internal use only. 

 

 

_________________________________________________________________________________ 
 

Step Action 
3 Type "AC" for Action Reqd by Dt. 
4 Press <Enter> 

 
 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Follow Up-
Dates Screen 

After pressing <Enter>, the Follow Up- Dates Screen will appear: 

 
Step Action 

1 Enter the date range "From" and "To" date. 
2 Press <Enter> 
3 Select "Search" from the Action Menu 
4 Search Results display by date range 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 

Step Action 
4 Select Client’s Record 
5 Press <Enter> 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
 After pressing <Enter>, the Follow Up Response screen appears for user to take 

action. 
      

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
To Respond to Follow Up 
Request: As Responder 

User can also respond to follow up request by “As Responder”. The 
“As Responder” option is use to search for pending request sent to 
the user to take action as the requestor. 

 
Step Action 

1 Type "R" for Respond to Follow Up Requests 
2 Press <Enter> 

  

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 

Step Action 
3 Type "AS" for As Responder 
4 Press <Enter> 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
 After selecting “As Responder” the search result displays all requests that user 

needs to respond to.  
 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
To Respond to Follow Up 
Request: Request From 

User can also respond to follow up request by “Request From”. The 
“Request From” option is use to search for pending requests by 
user’s name that generated the request. 

 
Step Action 

1 Type "R" for Respond to Follow Up Requests 
2 Press <Enter> 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 

Step Action 
3 Type "R" for Request From 
4 Press <Enter> 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
User Identification Screen After pressing <Enter>, the User Identification Screen appears: 
 

Step Action 
1 In the name field, enter the user’s last name and first name  
2 Press <Enter> 
3 Action menu displays. 
4 Select “Search”. 
5 Press <Enter> 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
 The system will pull all follow up request records sent to user by the selected user.  
 

Step Action 
6 Select Record 
7 Press <Enter> 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 

Step Action 
8 After pressing <Enter>, the Follow Up Response Screen displays: 

       

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Action Menu The Follow Up Response Screen has four commands: 
 

 
 

Command Action 

Save Select Save from action menu to save data entered. 
Save will save the record and bring user to the Follow Up 
Response Branch Menu. 

Print Select Print will take user to the Print Device page to print and 
then to the Follow Up Response Branch Menu. 

Cancel Select Cancel will take user back to previous page. Cancel will 
not save the request but bring user back to the Respond to Follow 
Up menu. 

Quit Select Quit will take user back to screen. Quit will bring user 
back to the Follow Up Response screen to continue with data 
entry.  

_________________________________________________________________________________ 
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_________________________________________________________________________________ 
  
Branch Menu 

 

The system shall send the user to the Follow Up Request Branch Menu 
under the following condition: 

• Save is selected  
• Print is selected 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
If Not Finish with 
Request 
 

As stated earlier, if you are not completely finish with your response 
and would still like to work on the case at a later time, leave the 
“Action Taken Dt” field blank.  

 
To Restore Request 
Back in Respond to 
Follow Up Request 
(Pending Status) 

If you would like to put request back to pending status (Respond to 
Follow Up Request), you must do so under the Edit Follow Up 
Requests and Responses.  

 
Step Action 

1 Type "F" for Follow Up from the Primary Menu 
2 Press <Enter> 

3 
Type "ED" for Edit Follow Up Requests and Responses from the 
Follow Up option 

4 Press <Enter> 
5 Type "AS" for As Responder or use the up arrow 
6 Press <Enter> 
7 Search Results display 
8 Select Client's record 
9 Press <Enter> 

10 Follow Up Response Screen appears 
11 Arrow down to the Action Taken Dt field 
12 Use function <F7> to clear date in field 

13 
Also, if user wants to, he/she can arrow down to the comment section 
and edit comments or delete response comments. 

14 Use function <F2> for Action Menu 
15 Select <Save> 
16 Press <Enter> 

 
 Once you delete date from Action Taken Dt field, the system will send the 

request back to the Respond to Follow Up Request. 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Section 3: To Edit Follow Up   Requests and Responses: As Requestor 
_________________________________________________________________________________ 
 
Edit Follow Up Requests 
and Responses: As 
Requestor 

The Edit Follow Up Requests and Responses will allow a user to 
edit his/her own follow up requests and responses. This section will 
focus on editing the request as the requestor, the person that 
generated the request.   

_________________________________________________________________________________ 
 
As the Requestor Under the Edit Follow Up Requests and Responses as the requestor, 

user can only edit requests. A request also has to be in Responded 
To status. Any other status; such as, Complete, Delete, or No Action 
will be found under Follow Up History. 

_________________________________________________________________________________ 
 
Requestor Can Edit 
Following Fields: 

As the requestor, user can view and edit his/her own requests. 
Requestor can edit the following fields: 

• Action Required by 
• Priority 
• Provider 
• Subject 
• Comments 
• Request Follow Up To or Follow Up By 
• Notification to  

_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
To Access Edit Follow Up 
Requests and Responses 

 

 
Step Action 

1 Type "F" for Follow Up from the Primary Menu 
2 Press <Enter> 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
To Edit Follow Up Requests 
and Responses: As Requestor 

 

 
Step Action 

3 
Type "ED" for Edit Follow Up Requests and Responses from the 
Follow Up option 

4 Press <Enter> 
 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
  
Edit Follow Up Requests and 
Responses Select Option  

After pressing <Enter>, the Edit Follow Up Requests and 
Responses Select Option appears:  

 
Step Action 

1 Type "A" for As Requestor or use the up arrow 
2 Press <Enter> 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
 Once user select <As Requestor> and press <Enter>, the system will display all 

results for follow up requests that user generated as the requestor.  
 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Follow Up 
Request 
Screen 

Select the client’s record and if no user has taken action on request that he/she 
sent out; the system will display the Follow Up Request screen. 

 

 
_________________________________________________________________________________ 
 
Or the system will display: 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Follow Up 
Response 
Screen 

From search result select client and the system will display the Follow Up 
Response screen if the request has been responded by at least one user.  

   

 
________________________________________________________________________________
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_________________________________________________________________________________ 
    
 If user responded to the request, a pop-up comment box will appear inside the 

Follow Up Response Screen when user arrow down to the Follow Up By field. 
The comment box will have the following information: Response #, Follow Up 
By, and Comments. Press <Enter> or <Quit> will take user to the next comment 
box or to the next Follow Up By user’s name. 

 

 
Follow Up Response Screen with Response Comments Box  
   
 If there are no more responses left to view, the system will take user to the 

Follow Up By field. The field will be blank to allow editing.  
_________________________________________________________________________________ 
 
 Requestor can edit following fields: Action Required by, Priority, Provider, 

Subject, Comments, Follow Up By, and Notification to. 
 
Requestor can delete individuals or add individuals at any point if that individual 
has not taken action on request. 

_________________________________________________________________________________
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_________________________________________________________________________________ 
   
To Add New User to Follow Up by 
Field or Notification to Field 

 

 
Step Action 

1 
Use <F1> to bring up User Pick List or type Last Name, First Name of 
User 

2 Press <Enter> 
 

 
_________________________________________________________________________________ 
   
To Delete User to Follow Up by Field 
or Notification to Field 

 

 
Step Action 

1 Use <F7> to clear the field 
2 Press <Enter> 
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 At this point, if user does not want to notify another user about existing request, 
press <Enter> to by pass the field. 
 
From the Notification to field when finish tab to the end or <F2> to bring up 
action menu. This will allow user to Save, Delete, Print, or Cancel. 

_________________________________________________________________________________ 
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_________________________________________________________________________________ 
   
To Edit Follow Up Requests 
and Responses: By Patient 
> As Requestor 

 

 
Step Action 

1 Select By Patient  
2 Press <Enter> 

3 
Auto pop-up will display two more options: As Requestor/ As 
Responder 

4 Select As Requestor 
5 Press <Enter> 

   

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
  
Identify Patient After pressing <Enter>, the Patient Identification Screen, CMSPI-10 appears: 
   

 
   
 For instructions on identifying patient, see the Patient ID section of this manual.   
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Search Results  From search result, select client’s record. 
 

 
   
 After client selection, the Follow Up Request Screen or Follow Up 

Response Screen will appear:  
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Follow Up 
Request 
Screen 

Select the record and the system will display the Follow Up Request screen if no 
user has taken action on request that he/she sent out. 

 

 
_________________________________________________________________________________ 
 
Or the system will display: 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Follow Up 
Response 
Screen 

From search result select client and the system will display the Follow Up 
Response screen if the request has been responded by at least one user.  

   

 
   
 When done <F2> will display action menu. Select <Save> from the action menu 

to save changes to request and system will bring user to the Follow Up Request 
Branch Menu.  

_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
To Edit Follow Up Requests and 
Responses: By Action Reqd By 
Dt > As Requestor 

 

 
Step Action 

1 Select <By Action Reqd by Dt> from Select Option 
2 Press <Enter> 

3 
Auto pop-up will display two more options: As Requestor/ As 
Responder 

4 Select <As Requestor> 
5 Press <Enter> 

   

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
   
Follow Up-Dates Screen After pressing <Enter>, the Follow Up- Dates Screen will appear: 
   

Step Action 
1 Enter the date range in the following fields: "From" and "To". 
2 Press <Enter> 
3 Select <Search> from Action Menu 
4 Press <Enter> 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 

Step Action 
5 Select Record 
6 Press <Enter> 

 

 
_________________________________________________________________________________ 



CMS Net User Guide and Reference 
 

                   61                                           Revised 04/11/2007
 
 

This guideline is for training 
and internal use only. 

 

 

_________________________________________________________________________________ 
 
Follow Up 
Request 
Screen 

After search result, select client and the system will display the Follow Up 
Request screen if no user has responded to the request. 

 

 
_________________________________________________________________________________ 
 
Or the system will display:  
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Follow Up 
Request 
Screen 

From search result select client and the system will display the Follow Up 
Response screen if the request has been responded by at least one user. 

   

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
     
 After editing, <F2> will bring up Action Menu.  
   

 
 
 
 
 
 
 
 
 
 
 
  
_________________________________________________________________________________ 

Command Action 
Save Select <Save> from action menu to save data entered. 
Print Select <Print> will take user to the Print Device page to print 

and then to the Follow Up Request Branch Menu. 
Delete Select <Delete> will delete the request.  
Cancel Select <Cancel> will take user back to previous page. Cancel 

will not save the request but bring user back to the Edit Follow 
Up Requests and Responses Menu 

Quit Select <Quit> will take user back to screen.  
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_________________________________________________________________________________ 
 
Follow Up 
Request 
Branch Menu 

 

The system shall send the user to the Follow Up Request Branch Menu under the 
following condition: 

• Save is selected 
• Print is selected 
• Delete is selected 
• Complete is selected 

   

 
   
Branch Menu 

 

From Branch Menu: 
• Select <Narrative for Follow Up Request> will allow user to generate a 

narrative for request. 
• Select <Mail Message for Follow Up Request> will allow user to mail 

message. 
• Select <Edit Follow Up Requests and Responses> will take user the Edit 

Follow Up Requests and Responses menu. 
• Select <Follow Up Menu> will take user to the Follow Up menu. 

_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Completing a 
Follow Up 
Request 

 

When a request has been responded by all users, you can complete the requests 
under the following conditions: 

• Status of request is Responded To  
• All users have responded to follow up request 
• The user is the person that created the request 

NOTE: If a request has not been responded by all users, the Complete option 
will not appear in the action menu for user to select.  

 

 
Action Menu with Compete Option 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
To Complete a Follow Up Request  
 

Step Action 

1 Use function <F2> for Action Menu 

2 Select <Complete> from Action Menu  

3 Press <Enter> 
   
 After user completes the follow up request, it will be sent to the Follow Up 

History after the status change.   
_________________________________________________________________________________ 
  
Auto 
Generated 
Narrative  

 

After user completes a request, the system will auto generate a narrative stating, 
“The requestor has completed the request”. 

   

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
  
Deleting a 
Follow Up 
Request  

User can delete a request at any time if user was the person that generated the 
follow up request. If user decides to delete a request a pop-up message “Are you 
sure you want to change the status to delete?”  will first appear.  

 

 
_________________________________________________________________________________ 
 
To Delete a Follow Up Request  
 

Action Action 
1 Select Delete 
2 Press <Enter> 
3 Select Yes from Auto Message Box 
4 Press <Enter> 

_________________________________________________________________________________ 
   
Deleting a 
Request Will 
Send the 
Request to 
Follow Up 
History 

After user deletes the request, system will be sent request to the Follow Up 
History. Request will not be deleted from the system but will remain in Follow 
Up History for viewing, therefore, deleting a request means sending the requests 
to the Follow Up History.  

_________________________________________________________________________________ 
 
Auto 
Generated 
Narrative  

After user completes a request, the system will auto generate a narrative stating, 
“The requestor has deleted the request”. 

   

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Section 4: Edit Follow Up Requests and Responses: As Responder 
_________________________________________________________________________________ 
   
Edit Follow Up Requests 
and Responses: As 
Responder 

The Edit Follow Up Requests and Responses will allow user to edit 
follow up requests and responses. User can edit request as the As 
Responder, As Requestor, By Patient, and By Action Reqd by Dt. 
This section will focus on editing follow up request as the responder. 

_________________________________________________________________________________ 
 
As the Responder As the responder, the user will not be able to view other users’ 

comments but will be able to view or edit his/her own comments.  
 
Under the Edit Follow Up Requests and Responses as the responder, 
user can only edit requests. A request also has to be in Responded To 
status. Any other status; such as, Complete, Delete, or No Action will 
be found under Follow Up History. 

_________________________________________________________________________________ 
 
Responder’s editable 
fields: 

As the responder, the user can only edit the following fields:  
 
If user is the Follow Up By user: 

• Follow Up By  
• Action Taken Dt 

If user is the Notification To user: 
• Notification To 
• Accepted Dt 

_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
To Edit Follow Up Requests and 
Responses: As Responder 

 

 
Step Action 

1 Type "F" for Follow Up from the Primary Menu 
2 Press <Enter> 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 

Step Action 

3 
Type "ED" for Edit Follow Up Requests and Responses from the 
Follow Up option 

4 Press <Enter> 
 
 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Edit Follow Up Requests and 
Responses Select Option  

After pressing <Enter>, the Edit Follow Up Requests and 
Responses Select Option appears: 

    
Step Action 

1 Type "AS" for As Responder or use the up arrow 
2 Press <Enter> 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 

Step Action 
3 Search Results display 
4 Select Client's record 
5 Press <Enter> 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
  
 Follow Up Response screen display after client selection and at the same time the 

Follow Up Comments box will auto display on screen for viewing. Press <Enter> 
to get rid of comment box.  

 

 
Follow Up Response Screen with Follow Up Comments Box 
      
 User can edit response field under the Follow Up By and Action Taken Dt or if 

request was sent to user as the Notification to person, he/she can edit the 
Accepted Dt field. When done, <F2> will bring up the action menu. Select 
<Save> from the action menu to save changes to request and system will bring 
user to the Follow Up Response Branch Menu.  

_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
To Edit Follow Up Requests 
and Responses: By Patient 
> As Responder 

If user knows the client’s name, user can edit follow up requests 
that he/she took action by doing a client search. 

 
Step Action 

1 Select By Patient  
2 Press <Enter> 

3 
Auto pop-up will display two more options: As Requestor/ As 
Responder 

4 Select As Responder 
5 Press <Enter> 

   

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
   
Identify Patient After pressing <Enter>, the Patient Identification Screen, CMSPI-10 appears: 
   

 
   
 For instructions on identifying patient, see the Patient ID section of this manual.   
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
  
 System will search for all requests by client’s name. 
 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
   
Follow Up 
Response 
Screen 

Select request record and press <Enter>. After pressing <Enter>, the Follow Up 
Response Screen appears: 

   

 
_________________________________________________________________________________ 
  



CMS Net User Guide and Reference 
 

                   78                                           Revised 04/11/2007
 
 

This guideline is for training 
and internal use only. 

 

 

_________________________________________________________________________________ 
   
To Edit Follow Up 
Requests and Responses: 
By Action Reqd By Dt > 
As Responder 

 
User can also edit follow up request by Action Required By date. 

 
Step Action 

1 Select By Action Reqd by Dt 
2 Press <Enter> 

3 
Auto pop-up will display two more options: As Requestor/ As 
Responder 

4 Select As Responder 
5 Press <Enter> 

   

 
 
 After selecting the By Action Reqd by Dt as As Responder, the Follow Up-Dates 

menu will display for user to enter in date range. 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Follow Up-
Dates Screen 

 
After pressing <Enter>, the Follow Up- Dates Screen will appear: 

   
Step Action 

1 Enter the date range "From" and "To". 
2 Press <Enter> 
3 Select "Search" from the Action Menu 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
 System will search for all requests base on the date entered.  
 

Step Action 
4 Press <Enter> 
5 Select Client’s record 
6 Press <Enter> 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
 After pressing <Enter>, the Follow Up Response screen appears: 
   

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Follow Up Response 
Branch Menu 

When done, <F2> will bring up the action menu. Select “Save” and 
system will take user to the Follow Up Response Branch Menu. 

   

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
If Not Finish 
with Request 
 

As stated earlier, if you are not completely finish with your request and would 
like to restore the request back to its previous status, which is “pending” under 
the Respond to Follow Up Request, remove the date from the “Action Taken Dt” 
field.  

_________________________________________________________________________________ 
 
To Restore Request to Respond 
to Follow Up Requests 

 

 
Step Action 

1 Type "F" for Follow Up from the Primary Menu 
2 Press <Enter> 

3 
Type "ED" for Edit Follow Up Requests and Responses from the 
Follow Up option 

4 Press <Enter> 
5 Type "AS" for As Responder or use the up arrow 
6 Press <Enter> 
7 Search Results display 
8 Select Client's record 
9 Press <Enter> 

10 Follow Up Response Screen appears 
11 Arrow down to the Action Taken Dt field 
12 Use function <F7> to clear date in field 

13 
Also, if user wants to, he/she can arrow down to the comment section 
and edit comments or delete response comments. 

14 Use function <F2> for Action Menu 
15 Select <Save> 
16 Press <Enter> 

 
 
 Once you delete date from Action Taken Dt field, the system will send the 

request back to the Respond to Follow Up Request. 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Section 5: Follow Up History 
_________________________________________________________________________________ 
 
Follow Up 
History 

User can view history of follow up requests in the Follow Up History. User will 
have the options to search for requests that are in Complete, Deleted or in No 
Action status by the following options: As Requestor, As Responder, By Patient, 
or By Action Reqd by Dt.  

_________________________________________________________________________________ 
 
View Only Both Requestor and Responder can only view requests in the Follow Up History 

that are in Complete, Deleted or in No Action Status.  
_________________________________________________________________________________ 
 
To Access Follow Up History  
  

Step Action 
1 Type "F" for Follow Up from Primary Option 
2 Press <Enter> 

 

 
_________________________________________________________________________________ 



CMS Net User Guide and Reference 
 

                   85                                           Revised 04/11/2007
 
 

This guideline is for training 
and internal use only. 

 

 

_________________________________________________________________________________ 
 

Step Action 
3 Type "F" for Follow Up History from Follow Up Menu 
4 Press <Enter> 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Follow Up 
History Select 
Option  

 
After pressing <Enter>, the Follow Up History Select Option appears:  

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
To Access Follow Up 
History: As Requestor 

User can view follow up request history by selecting <As 
Requestor>. The system will search and list all follow up requests 
that user generated.  

 
Step Action 

1 Type "AS" for As Requestor or use the up arrow 
2 Press <Enter> 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
  

Step Action 
3 Search Results display 
4 Select Client's record 
5 Press <Enter> 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
 After pressing <Enter>, the Follow Up History Screen appears: 

 

 
_________________________________________________________________________________ 
 
Follow Up 
Comments Box 

Follow Up History screen display after client selection and at the same time the 
Follow Up Comments box auto displays on screen for viewing. Press <Enter> to 
get rid of comment box.  

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Follow Up 
Response 
Comments Box 

After the follow up comments box displays, an auto follow up response 
comments box will appear. The response comments box will have the following 
information: Response #, Follow Up By, and Comments.  

   

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 

Press <Enter> to take user to the next user’s response or if there are no more 
responses, comment box will disappear. 
 

 
Follow Up History Screen 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
To Access Follow Up 
History: As Responder 

User can view follow up request history by selecting <As 
Responder>. The system will search and list all results for follow up 
requests that user took action.  

 
Step Action 

1 Type "AS" for As Responder or use the up arrow 
2 Press <Enter> 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 

Step Action 
3 Search Results display 
4 Select Client's record 
5 Press <Enter> 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
 After pressing <Enter>, the Follow Up History Screen appears: 

 

 
_________________________________________________________________________________ 
  
Follow Up 
Comments Box 

Follow Up History screen display after client selection and at the same time the 
Follow Up Comments box auto displays on screen for viewing. Press <Enter> to 
get rid of comment box.  

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Follow Up 
Response 
Comments Box 

After the follow up comments box display, an auto follow up response comments 
box will appear. The response comments box will have the following 
information: Response #, Follow Up By, and Comments. Press <Enter> to take 
user to the next user’s response or if there are no more responses, comment box 
will disappear. 

   

 
  
 When finish viewing request, tab to the end or <F2> to bring up action menu. 

This will allow user to Print, Cancel, or Quit.  
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
To Access Follow Up 
History: By Patient > As 
Requestor 

User can also view request history by client search. To view request 
history of a request that user generated, select <As Requestor>. 

 
Step Action 

1 Select By Patient from Follow Up History select option 
2 Press <Enter> 

3 
A pop-up will display two more options: As Requestor/ As 
Responder 

4 Select As Requestor 
5 Press <Enter> 

 

 
_________________________________________________________________________________ 
 
Or the system displays:  
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
To Access Follow Up 
History: By Patient > As 
Responder 

User can also view request history by client search. To view request 
history of a request that user took action, select <As Responder>. 

 
Step Action 

1 Select By Patient from Follow Up History select option 
2 Press <Enter> 

3 
Auto pop-up will display two more options: As Requestor/ As 
Responder 

4 Select As Responder 
5 Press <Enter> 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
  
Identify Patient After selecting either As Requestor or As Responder, the Patient 

Identification Screen, CMSPI-10 appears: 
   

 
   
 For instructions on identifying patient, see the Patient ID section of this manual.   
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
          

 Select the client’s record from the search results: 
 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
 After client selection press <Enter>, the Follow Up History Screen appears: 

 

 
_________________________________________________________________________________ 
  
Follow Up 
Comments Box 

Follow Up History screen display after client selection and at the same time the 
Follow Up Comments box auto displays on screen for viewing. Press <Enter> to 
get rid of comment box.  

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Follow Up 
Response 
Comments Box 

After the follow up comments box displays, an auto follow up response 
comments box will appear. The response comments box will have the following 
information: Response #, Follow Up By, and Comments. Press <Enter> to take 
user to the next user’s response or if there are no more responses, comment box 
will disappear. 

   

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
To Access Follow Up History: By 
Action Reqd By Dt > As Requestor 

User can also view request history by action required by 
date search as the requestor. 

 
Step Action 

1 
Select <By Action Reqd by Dt> from Follow Up History Select 
Option 

2 Press <Enter> 

3 
Auto pop-up will display two more options: As Requestor/ As 
Responder 

4 Select <As Requestor> 
5 Press <Enter> 

                                                                                                                                               

 
_________________________________________________________________________________ 
 
Or the system displays: 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
To Access Follow Up History: By 
Action Reqd By Dt > As Responder 

User can also view request history by action required by 
date search as the responder.  

 
Step Action 

1 
Select <By Action Reqd by Dt> from Follow Up History Select 
Option 

2 Press <Enter> 

3 
Auto pop-up will display two more options: As Requestor/ As 
Responder 

4 Select <As Responder> 
5 Press <Enter> 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
  
Follow Up-Dates Screen After selecting to view history of request As Requestor or As 

Responder press <Enter>, the Follow Up- Dates Screen will appear: 
     

Step Action 
1 Enter the date range in the following fields: "From" and "To". 
2 Press <Enter> 
3 Select <Search> from Action Menu 
4 Press <Enter> 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
     After pressing <Enter>, search result displays: 
 

Step Action 
5 Select Record 
6 Press <Enter> 

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
 After pressing <Enter>, the Follow Up History Screen appears: 
 

 
_________________________________________________________________________________ 
 
Follow Up 
Comments Box 

Follow Up History screen display after client selection and at the same time the 
Follow Up Comments box auto displays on screen for viewing. Press <Enter> to 
get rid of comment box.  

 

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Follow Up 
Response 
Comments Box 

After the follow up comments box displays, an auto follow up response 
comments box will appear. The response comments box will have the following 
information: Response #, Follow Up By, and Comments. Press <Enter> to take 
user to the next user’s response or if there are no more responses, comment box 
will disappear. 

   

 
_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
 After pressing <Enter>, the Follow Up History Screen will appear: 
 

 
_________________________________________________________________________________ 
  
Action Menu After viewing request, <F2> will bring up Action Menu.  
   

 

_________________________________________________________________________________ 
_________________________________________________________________________________ 

Command Action 
Print Select <Print> will take user to the Print Device page to print and then to the 

Follow Up History Branch Menu. 
Cancel Select <Cancel> will take user back to previous page. Cancel will not save the 

request but bring user back to the Follow Up History Menu 

Quit Select <Quit> will take user back to screen.  
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Follow Up 
History 
Branch Menu 

The system shall send the user to the Follow Up History Branch Menu under the 
following condition: 

• Print is selected 
   

 
_________________________________________________________________________________ 
 
 


